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bo7T7

%-78

b-80

h-81

482

Records Management Survey - 99%
orfice of Belentific Intelli. _
gence .

Recorde Managewent Survey - 994

Office of the General Counsel
Records Managewent Survey - FBID 9%

Agency-Wide Microphotography 10%
Burvey

Security Desk Traye 864

Filing Bystem - Bandbook for the
Bub ject Classification and Filing
gg Correspondence Records -
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Draft of records control schedule and
other pertinent facts relative to the
survey have been subwitted to 081 for
comment and approvel. -

Report submitted outlining dioposition
plen. proposed filing system and records
control schedule., Awaiting return of
the Gemeral Counsel's cowments and
spproval of the survey report.

Report on survey outlining records con-
trol gchedule, transfer of inactive
records to Records Center and disposition
of records in process of preparstion.

Reports required from organirations
throughout the Agency in accordance with
Notige are not due until 2

30 August 1954, After this, they will 5X1
be analyzed snd reccamendations made.

As soon s additional sawples of new
boxes are received by Procurewent & Supply
Divigion, L0, they will be distributed

for experimental use. Baged on the re-
sults of this experience. we will order
sufficient number for Agency-wide use.

This handbook is ready for submission to
Printing & Reproduction Division with ex-
ception of ope winor point raiged by the
Inspector General which should be resolved.
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RECORDE MANRA :

6wmm 1954

- Rewarks

483

L84

485

486

h-01

vital Materials Deposit Tk
Schedules for All Offices

vital Materials Microfilm
Projects

F1 Information Reporte Lé%

Yorws Index T

Reviev of Records Mansgement Pro- 20%
graw - lLogleties Office

New or revised schedules are being devel-

oped with twenty (20) offices. This is

& continuing project which requires

mioﬁie inspection apd review with each
ceﬁ

The developsent of a schedule for wicro-
f1ilping waterials ls e continuing one.
The sotual microfilwing operations, bov-
ever, are now performed by the Printing
and Reproducticn Division in accordance
with the trapsfer of this function to
them. effective 1 July 195h.

A nev form has been prepared which will
provide significant jwprovements over
the 0ld one. The revised form is now
being tested. The results of the test
will determine the adequacy of the nev
forw apd this will require additionsl
time .

The proposed Index is now being reviewed
by Aves Records Officers and other inter-
ented persons. Comsments are due by

31 August 195k. After they are received
and reviewed, the Inlex will be revised
gnd published.

At the request of the Chlef, logistics
Office, we prepared a proposed Reports
Mapsgewont Program. Its installation has
bveen delayed because of the clasaification
survey and other adwinistymtive a4reL-
culties which camot be overcowe. Recent
contact indicates the program is still
denived.
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Project Approximate Degres -
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hook Office of the Comptroller Re- %) ] Project being delayed because of annusl
-porte Managewent Program ' leave of Deputy Comptroller. Scheduled
E Por resusption on 30 August 195k,

L.05 Forms Menagewent Handbook 3% Sufficient personnel unavailsble to
undertake this on a full time besie.

" Will be dope as tiwe and personnel perwit.
kg6 Vvital Materiale Bandbook 1% Bufricient personnel umavalladle to
undertske this on a full tiwe basis.

¥ill be done us time and persomnel perwit.

497 Records Disposition Handbook 25% Draf't of Handbook prepared. Will be asub-
witted to Regulstions Control Staff for

. compent as soon &s records wansgement
Regulation is processed.

4.98 Correspondence Handbook 91% Coordination and recoﬁciliatim of recom-
mendations have been cowpleted. A draft
of the fipal typed copy is being reviewed
by the secretaries to the Director and
his four Deputies,

L.113 Records Mamegewent Survey, Forelgn oo Records control schedule completed and

Documents Division dispossl authority obtained on 26 July.
Report in process of cospletion.
k116 Disposition Planning «Jﬂeuwiw 85% ‘Records inmventory completed; proposed
Oftice records control achedule prepared and
submitted for approval. Awaiting
cowment and approval by Security Office.
h.1p2 Records Management Burvey - Office 904 Records inventory cowpleted; proposed
of Operations records control schedule prepared and
submitted for approval. Awmiting
coment snd approval by Office of Cperations
5.2 Records nt Burvey - Office 60% Records inventoried and records comtrol

of Eational Estimetes

Approved For Release 200@@2\’F@§M¢M00211ROW&‘7—4

schedule in process of completion for




